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1. PROBREK. To re-evaluate Personnel Type T/o Positions within EK Division 

with a view toward determining : 

a* The appropriate location, organisationally, for the most economic 
and efficient performance of essential Personnel functions and, 

b • The minimum number of personnel estimated to be required for the 
performance of such functions* 

2. FACTS' 8’AEIHG US THE PROBLEM. 

a* The time allotted for this survey was five days, which limited the 
scop^tj^^ar^^study of the functions, records and procedures of 
the th such work load data as was 

readily available. HHlHilH) Plans Resea rch and Develop- 
ment Staff, Persr-nx el Office, Dd / A and Personnel Office 

Placement Officer assigned to the EE Division, provided technical 
advice and assistance in the conduct of this study and analysis. 

b. The EF Division situation is abnormal in some respects in view of 
the increased personnel activity resulting from current reduction 
th 
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BE, has a T/0 of ten slots, eijht of which 

are filled with seven on the job (Deputy Chief is now in trainit^;). 
(Pee Organisation and Fanning Chart in Tab A). Personnel are 
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The functions of EE, have resulted from an 

accumulation of duties rather than from comprehensive formally 
prescribed delegations of authority. outTW aO&uifMj 

include the coordination of Person el ’'valuation Rapor t »~ end 
support required of the Division by Career £e rvi Ce : ’Sd&rcli Majo r 
functions presen tly performed in the ' 
HHHItre indicated in Tabs D end C. The Processing six 
Records fxtnctions are i ndicated by a study of the fourteen types o 
records maintained. /• description of each of these records is 
given in Tab D. ^ \ 
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b. Work loads for the months of June, July and August, 1 953 shown in 

detail in Tabs E and F, indicat e a total of 25X9 

for the period or an average of I tw E j ggf month » An analysis of 25X9 
correspondence for the sane period shows a total of 119 cables, 2%b 
dispatches and ?18 memorandum:? or a monthly average of 39 cables, 

8!i dispatches end 72 memorandums. 

c. Of the tota^correspoi^enc^acti ona for the three month oeriod 

25X9 analysed, to military personnel. 


25X9 
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d. 


a. There ar e fourteen types of records maintained ‘n the Em^RE 

■1^1 F>1, as described in Tab D. It is Indicated that the position 
inventory card, (OF Form lb), when poster) with all pertinent per- 
sonnel data and appropriately flagged may possibly replrce five of 
the existing separate records • (Seniority cards, Vlheeldex rotation 
record and personnel evaluation suspense records and the individual 
personnel file.) 
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f. It is indicated that usage does not fully justify the retention of 
the major portion of the material in the individual personnel file 
folders, (presently consisting of 11 file cabinets) particularly 
those document® which pertain to finance matters. Inasmuch as the 
copies of such records are maintained in finance, all such material 
should be withdrawn from the files. If work sheets, routing and 
records sheets, information copies of old cables, dispatches, etc., 
were withdrawn at the same time the eleven file cabin -ts of file®, 
mi ms the 1| cabinets to be transferred to Personnel Office, Ih/a. 
could be reduced to possibly three cabinet# containing i'/P Data 
Sheets (forms 59-Uii)* selected cables and dispatches of a current 
value and similar documents pertaining to personnel matters only. 

' stoblishment of orderly records retention schedules for all such 
documents would keep the contents at a minimum. On the other hand, 
it is suggested by the Chief of Personnel, IK that the entire file 
could he dispensed with aid the day-to-day' reference requirements 
of the & Division could possibly be met with the Position Inventory 
Record (OF Form bb) and a Personnel Data Sheet (Fora 59-Ui ) , (once 
the OF Fora lib is completely posted and flagged) providing ready 
availability of the official personnel r ile •' others maintained by 
Personnel. Office, OD/a was assured. 


g. While fir* recommendations on division personnel file requirements 
should perhaps be deferred until the survey of all area divisions 
is completed, this should not prevent the screening of the files of 
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financial documents and other vorthlesr or little used material. 

After all area divisions have ! een surveyed, it «aj be possible to 
prescribe the individual file folder, including a determination as 
to Its contents and use. 

h. The EE Division has questioned for some time, tne justification of 
a mi Id. tar"/ personnel officer in *ts f ersonnel : ection. It is indi- 
cated that in actuality the function is ma nly acting as a cut out 
between and the field, .while, admittedly some i"iles must be 
kept in the division on military personnel , EE staff papers on the 
subject indicate that the clerical routine of suspense, files, etc. 
could be handled by civilian personnel if t-,.e m'litary Personnel 
Division, DO// were given action responsibility on such ca-.los and 
dispstches. 

i. Adequate control over Division policy and internal interests of the 
division could possibly be protected by retaining the releasing 
authority within the division, and by maintaining working f' l r -e and 
suspense records of Informat'’ on copies of incoming cables and 
dispatches. 

j. As the work lost! figures in paragraph 3 above indicates, 2h»$$ of 

all Ff personnel correspondence onrtains to Military Personnel matters. 
Since the function at present consists in the main of obtaining 
official Information from ?r Pi) and relayi ng i t to the field, the pre- 
paration of action papers in final *orm by MPD, and release through 
the division would eliminate the need for & Military Personnel Off- 
icer, The clerical support now rendered to this function could be 
diverted to perfection of the OF Form lib, Position Inventory Fecord 
and to screening of the individual personnel file folders. 

^rur ojp . 


a. The functions and activities of the EF Personnel have resulted from 
an accumulation of duties rather than from formally prescribed mis- 
sions. Workloads and requirements are imposed by two major groups - 
the Career Service Boards and the Personnel Office, Db/A. Func- 
tions of Area division "ersonnel Sections should be developed and. 
prescribed by the collaborative efforts of D .)/? Admin and the • !•)//• , 
properly defining the relationships of career service program and 
personnel management. At the completion of tnis survey it may be 
possible to propose standardised functions in this regard. 


In the absence of clear cut delegations of authority and forms lly 
prescribed functions of decentralized personnel offices in the 00/P 
ares divisions, the following activities appear to e properly 
placed organisationally. ’-'ore firm conclusions as to the appropriate 
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placement of these functions can he reached only after tne comole- 
tion of the ') :/? Survey I 


(1) Coordination and review of the Personnel Evaluation Reports 

(2) Maintenance of current 1 nformuton end status of I’/O's and 
Position Inventory Records (Forms ijF Itfc) 

(3) Servicing and support of Career f ervice Board Activities V-yt 

(a) Providing advance information on returning personnel 

(b) .’rov'ding summary i nforwstion on numbers, grades, dates 
of grades, location, etc. of personnel toy career category. 

(c) Maintaining control and follow-up on the apolicstion of 
training prescribed by Career Ferric e Board actions. 

(d) Preparation and processing of SF-52 and such other support- 
ing papers es may be required to accomplish personnel 
actions and maintain current information on status of such 

act! ons • 

(It) Briefing of employees nr? or to overseas movement* 

( 5 ) Corresponding with elements of E T division, headquarters and 

field, on ratters of inquiry, policy interpretation r nd proced- 
ural instruction. 


(6) Maintaining; locator file HHHH1HIHHHHIII 

(?) Providing personnel advice and as si stance to F£ Personnel • 


While the above basic functions may be proper for the offices which 
now perform them, the records end procedural process ~r and routines 
requi-ed for implementation could, no doubt, be improved upon and 
to a certain extent standardised, ~ , -ore comprehensive roccmmendati ons 
in this regard would be premature at this stage of the survey. 

b. The various types of personnel records maintained and the effort 
involved in their maintenance can re reduced by perfection of the 
OF Form Ifc and by screening or total elimination of the individual 
personnel records. 


c. The assignment tc Military Personnel Division >/a of action respon- 
sibility on cables and dispatches pertaining to military personnel: 

- a - 
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(1) Can be made without 1 nfringenient of EE division authorities* 

(2) 'will relieve the rl approximately 2t.il 

of its correspondence activities* 

(3) 'Will oermit the elimination of the military Personnel Officer 

and the T/0 slot occupied. 
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d. Th e Increased clerical work l oad includes the eventual preparation 

in converting from the old to the new 
cur rent abnormal si tuation resulting 

from the current reduction in the h*« leveled off, 25X1 A6a 

and necessary personnel records are brought up to date, a re- evalu- 
ation should be made of the clerical positions required for the 


RECO’ vv wmOKP. 

a* That the functions outlined in naragraph 1 of the conclusions above 
be tentatively recognised as properly placed or* anisationaliy in an 
Are® Division. 


b* That effort be accelerated toward t s e objective of perfection of 
Personnel Inventory Records to replace sens rate records presently 
kept* 


c* That tre individual perse nne 1 files be screened of all financial and 
obsolete material, and consideration given to the ultimate total 

elimination of such files. 

d* That v ili tary "nrsonael ib’vis on, QO// be assigned act* on responsi- 
bility on E Military Personnel e« les and di snatches with releasing 
authority retained in 1" Division. 25X1 A 

e. That the present position of Military Personnel Officer, 

flot) be eliminated. 25X1 A 

f. Tha^the T/0 of the Personnel Office, Kb, be reduced fror^^Bslots 
IgfcfrttMi M iid mi | 1 n| the Vilitpry Personnel Officer as reoewmenoed in 
^^^^ove) and a rc-evaluat*' on be made by the Division of the two 

vacant clerical slots after the current work load levels off. 


PC"'’*' iTM'TTON. Comments and concurrence of Chief Admi n/FE are contained 
in memorandum attached as Tab G. 



Assistant banarement Officer, 
(For Clandestine Cervices) 
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T"CHNIC/ 1, t yn ~r?s 


D l8n8 F.osecrch & Development Staff 
?ers nnel Office, T)D/A 



Personnel Placement Officer 
Personnel Office, DD/A 



Management Officer, DD/A 
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